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SECTION A

TRAINING IN INTELLIGENCE PRODUCTION

o s #0553

1. Significant Achlievements

a. Accomplishments of the IPF during FY 1961 were in ;he plan~
ning and presentation of new courses and in the Improvement of
existiing courses,

b. Significant achievements were: the inauguration of the
Intelligence Briefing course {in teaching fundamentals of effective
briefing, the instructor introduced the use of sound film photography
of the student in action); the presentation of new Writing Workshaops
at the advanced level for DDS and QCR; the planning of the Scientific
Intelligence Officers' Training Program {Intelligence Orientation,
Introduction to Communism, Seminar on USSR, Intelligence Research
Techniques, and Phase I of Operations Support); the activating of a
Writing Workshop (Basic) correspondence ¢ourse; the preparation of
a staff study on consolidated dissemination in OIR; the initial pro-
graming of two parts of the text, Intelligence Research Facilities
and Techniques; and assisting DDP Research on its research 25X1A8A
problems and Army ACSI in the preparation of a collection and
analysis manual.

c. Other achievements were: improvement of existing courses
such as Intelligence Techniques, Intelligence Research {Techniques),
and Intelligence Research {Map and Photo Interpretation); and partici-
pation in individual courses, such as OCR Orientation for Fort Hola-
bird officers, Special Intelligence Orientation given by OCI SPINT
Staff, the Air Operations course, Intelligence Orientation Course,

PM Operations course, and special briefings for CIA and foreign
personnel.

2. Problem Areas

The increased workload of the staff, the increased number of studenis,
and the broader segment of the Agency served by the IPF were significant
problem areas. '

3. Programs Contemplated for FY 1962

a. The IPF is fully occupied in meeting its existing training
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wymmitments in the {lelds of writing,. interviewing, research tech-
aigques, JOT instruciion, and photcegraphic interpretation. The
Izculty, however, is developing additional capebilities along
oertain lines of specialization such as research programing,
rasearch anaivsis. photographic interpretation techniques, and
eorrespondence courses.,

9. Rising enrollment, the crowing DDI interest in the training
of wmore new cfficers than are currently available from the 10T Pro~
gram, and increasing specialization by staff members challenge the
iPF o meet new demands. The IPF, for Instance, has the potential
capability of offering training to non-CIA components of the intelli-
gence communiiy, such as the Defense Inielligence Agency.

4. Trends

The trend is for the staff to maintain its coverage of training at the
:lementary level and to increase its capability in advanced and specialized
tralning areas. A speciiic irend in the IPF is toward the accepted goal of
general training for the DDI and toward newer gosls of specialized training
of interest to the DDI and elsewhere in the intelligence community. Addi-
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tional staff personnel mav be needed to meet these goals.
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DECTMON B

LLIGENGE QRIENTATION AND REVIEW,

1. fiepificant Achievements

a. Fhe most significant achievemenl during FY 1961 was the
rablichment of the Intelllyence Review course., The course was
aqurated on a 40-hour, part-time basis; it has developed into
all-time. 50-hour course. Representatives from all major com-
sonents of the Agency have attended and have reporited enthusias=-
iically on the course.

», Special courses have increased in number from three in
1960 to seven in 1861,

. The correspendence ediiion of the Inielligence Qrientation
has been compleied and has been used in various ways including
i1se as a reierence source,

g, A series of lectures and training aids has been developed
“ny yuse in briefing foreign intelligence officers. A special technique
through use of an interpreier has been worked ocut.

2. Problem Areas

2. Otaifing is developing into a major problem. One instructor
itas been required to devote more than haif his time to briefing at
r;entral Building and to developing the proposed Mid-Career Course.
‘The imminent retirement of one instructor will make the problem
critical. Even if an immediate replacement is made, it will requirs
time to make a new instructor a useful member of the staff.

. Because of insufficient staff, it has been imposslble fo
waintain the correspondence version of the 10.

o, Olass eareilments increased 25% in FY 1961 over FY 1960.
/ith new courses such as the Intelligence Review, and the increas-

ng number of special courses, a stafi of four professionals is needed.
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3. Programs Contemplated for ¥Y 1962

&. The demand for special tutorial orientation programs has
been high in the present fiscal vear. It is likely to remain so, as
the Intelligence Orientation Faculty‘s capabilities in this field be~
come recognized.

b. A continuation of the Intelligence Orientation and Intelligence
Review at about the present rate is contemplated, possibly greater in
ine Intelligence Qrientation.

2. Inauguration of a six~ to seven-~week Mid-Career Course is
axnected during the current fiscal year,

d. NWo reduction in any of the programs is anticipated.
2, Assuming that the faculty will have the use of a 75~seat

classroom, no problems are anticipated in the new building, except space
for the Exhibits which has not vet been determined.

jias
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SECTION C

OTR BRIEFING OFFICER ACTIVITIES

1. Significant Achievements

a. Somse significant changes in scope of existing programs
developed in the office of the OTR Orientation and Briefing Officer:
total number of briefings increased 22% over FY 1960, and total
numbar of persons briefed Increased 50% over FY 1960; number of
ambassadors briefed quadrupled; number of MAAG's briefed quad-~
rupled.

b. OTR Briefing Officer participated for the first time in pro-
grams at the National War College, the Armed Forces Staff College,
the Army Command and General Staff College, and the Army Security
Agency.

¢. A new coordination responsibility handled by the OTR Brief-
ing Officer is that of planning and coordinating briefings of senior
U.S, officials. This function now accounts for more than 25 per
cent of the work effort of the OTR Briefing Officer.

d. Anocther coordination responsibility is that of coordinating
external requests for CIA speakers, selective monitoring of speakers,
and maintaining records of external presentations.

2. Irends

A significant trend is a shift toward custom briefings (special brief-
ings set up for U.S. VIP's and foreign officials).

5
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SECTION D

TRAINING IN OPERATIONS SUPPORT

1. Significant e ent

a. The Operations Support course and the Administrative Proce~
dures course lesson plans, lecture outlines, photographs of visual
aids used in lecture presentation, and verbatim scripts have been
sent to vital mecords. Updating of vital records material is planned
on a semi-annual basis. (The Budget and Finance course will not
be updated until December 1961 because of changes occurring in the
course.)

b. Each instructor has taken at least one course to improve
his teaching technique; twenty courses have been taken during
FY 1861.

c¢. Because of fleld expansion of the Africa Division, the
demand for instruction in Class B station procedures has increased.
Whenever possible, students are enrolled in the regularly scheduled
Budget and Finance courses. During FY 1961 it has been necessary
to run eight extra courses; in addition, tutorial training was given
to twelve students, To speed the learning process in Class B
accounting, transparent slides are used to cover the progression
of the course material. Both students and instructors feel that this
technique has proved successful.

2. Problem Areas

a., A major problem has been the physical plant in which
classes have been and are being held,

b. The instructor complement was short for the first six
months of FY 1961; this was a definite strain on the working staff.

c. Because the Operations Support Faculty courses are designed
primarily to train individuals prior to their overseas assignments and
to better equip them for support of overseas stations, the faculty
suggests courses as soon as possible after they enter on duty.
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3. Programs Contemplated in FY 1962

a. Plans are being made to © Administrative Proce~
dures courses on a regular basis | ione course for the
CIA career employees who will be rotating and a separate course
for those employees who are in the "witling non-rotational"” category.

b. Discussions are taking place with Records Integration and
the Area Divisions to explore the possibility of a name-trace problem
for student practice following the lecture on Clandestine Records
and Name Check Procedures.

4, Trends

a. During the next year the faculty proposes to increase teach~
ing efficiency by using more flexible training aids (projectors and
slides). Because the equipment will be stationary and it will not
be necessary to move classes from place to place, additional visual
aids will be used.

b. If classroom space is avallable in the new building, addi-
tional Budget and Finance courses will be included in a2 long-range
schedule.

c. An additional Administrative Procedures course in February
1962 is a possibility.

7
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SECTION E
INTERNAL EMENT TRAINING

1. Significant Achievements

a. One of the most successful achievements of[thuaeams_l
the one-week seminar in Management Practices held 25X1A6A
in June and attended by 30 GS5~15's, represernting equally the three

major Agency components. This course was conducted by Dr. [ | 25X1A9A
25X1A9A | | and was well received.

Present plans are to arrange a repeat next spring if possible.

b. In addition to cur normal schedule of courses in manage=-
ment and supervision, a special course for 23 Office of Communi-
cations personnel {GS-11 to 13) (many of them instructors[ | 25X1A6A
was held in August. The Office of Communications has been an
enthusiastic supporter of management training and, in addition to
supplying students for the special course, requested a quota of
one-third of the slots available in all regular courses for the remainder
of the year. Management Training Faculty's goal is to spark this
dagree of interest and acceptance within other Agency components.

c. In October 1961 the second edition of last October's Senior
Management Seminar will be held for two weeks| | 25X1A6A
25X1A9A  Professor| | will again conduct proceedings.
Thirty~three participants-<half super~grades and half selected
GS-15's-~have been nominated, 11 from each major component,
An effort {s being made to arrange a get-together between Professor
25X1A9A [—land as many as possible of his last year's class at some
_ point during the seminar this year.

2. Programs Contemplated in FY 1962

a. Management Training Faculty anticipates no major changes
in the bhasic program for next year; however, certain aspects, or
phases, of individual courses may be altered upon occasion to intro-
duce improved instructional techniques or to keep course material
up to date. In this area, MTF has displayed an active interest in
management gaming as a new instructional vehicle. In coordination
with the Automation Staff, MTF is attempting to develop a management

8

Approved For Release 2002/09/03 : CIA-RDP65-00267A000100010002-8
SECRET



Approved For Release 2002/09/03 ; G4A-RDP65-00267A000100010002-8

wame based upon an organizaticrnal model which would permit students
to examine first-hand the consequences of their own administrative
behavlor.

b. Another addition to the regular course schedule is expected
in the provision of management training in connection with the
Agency Mid-Career Program. Preliminary discussions have been
held, but to date the management portion has not been reduced to
specifics.

3. Trends
There is an over-all, increasing interest in management training.
Agency people who have had management courses, particularly those

25X1AB6A courses heldat[ |, have encouraged other Agency people to
cnroll in fortheoming courses,
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£:LERICAL TRAINING

i. Slanificant Achievements

3. ©n 1 luly 1960 new typewriting standards went into effect.
This was the resull of a decision made by the Office of Personnel
and the Office of Training. Clerical Training and the Assessment
and Evaluation Staff conducted the required research on the project.

b. in July 1960 a new course called Office Practice was
designed and conducted for the first time. This is offered in
ilercal Induction Training.

o, A Cleriecal Training instructor prepared special dictation
tapas for testing clerical applicants.

g, After a discussion between the Clerical Training Faculty
and the Chilef of Clerical Placement a declsion was reached Lo
discontinue agiving clerk-typists a 60-words~per-minute test in
shorthand; thev will be given the regular B0-words-per-minute
tesi. Clerk~tvpisis who demonstrate sufficient knowledge of
shorthand would enter shorthand training classes as did the clerk-
sienographers who were tested but who failed to meel shorthand
aualifications. It was also decided to permit clerical applicants
io take three successive tests in shorthand and/or typewriting.
¥¥ they failed these three tests. they would have to wait 60 days
before thev could be retested.

e. 4t the request of the Office of Communications, Chief of
Clerical Training and an instructor of the Intelligence Orientation
Facullty designed and presented a special workshop on the tech-
nigques of dictating to a stenoarapher.

£, The Chief of Clerical Training experimented with the pre-
sentation of a personal-use shorthand called Notehand, This
tutorial presentation was a part of the research conducted to ideniify
7 method of shorthand which miaht be offered to Agency personnel
iw note-taking at conferences. This svstem of shorthand is not

itw verpanim recording of dictation.

hES
SE
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Z. Successful Proarams

a. The Office Practice course proved exceptionally practical
and was well received,

b. The workshop on the techniques of dictation was an experi-
ment, If it should be conducted again, the approach and coverage
might be different, based on the experlence gained in this running,
but the project is regarded as successful.

¢. The tutorial instruction in the personal-use shorthand called
Notehand was successiful in the sense that it was easy to teach and
zasy to leam.

d. The review class for writers of the Anniversary system of
(>regg shorthand was well received.

3. Disappoiniments_

a. 7The five-week program for Clerical Refresher course offer-
ings did not exhibit sufficient improvement cn the part of the trainees
to justify its installation; consequently, the original four-week pro-
gram was re~established.

b. The combination of the two English classes in Clerical
Induction proved too difficult to teach and too much for the trainees
to assimilate., The retumn to the separate classes~--Punctuation and
Capitalization for one and Grammar for the other--was advocated.

4. Problems Related to Programs Planned for FY 1962

a. The course offerings in the Clerical Refresher program will
have to be offered to on~duty Agency clericals in the new building
in order to make the training available to the persons who have need
for it. The fact that there will be limited space avallable for this
program poses major problems in the manner in which the subject
matter 1s offered and how many classes can be conducted.

b. The distance betwesn the new building and Clerical Train~
ing headquarters at 1016 16th Street with a minimum of one hour
necessary for transportation between those two points promises to
pose some administrative problems when the faculty is divided.

paad
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. Bacic tvpewriting training for nrofessionals and 107's con~
tinues to be one of the most valuable courses offered by Clerical
Training Faculty, Staff limitations, space difficulties, and class~
rcom location continue to make the regular scheduling of this train~
ing impossible. '

R
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SECTION G
SUMMARY OF INTELLIGENCE SCHOOL TRAINING
INIELLIGENCE SCHOOL GQURSES CONPUCTED IN FISCAL YEAR 1961
: No. of Times No. of
Na Course Hours Given Participants
Conference Techniques 24 3 44
Effective Speaking 24 2 21
Intelligence Production 496 1 6
Intelligence Research
{Map and Photo Reading) 50 2 23
Intelligence Research {Techniques) 160 1 8
O0/C Refresher 80 1 22
Seminar Techniques 24 1 18
Basic Writing Workshop 27 4 65
Intermediate Writing Workshop 27 3 36
Advanced Writing Workshop 27 3 32
Writing Workshop {DDS Special) 27 2 20
Intelligence Briefing 24 2 - 26
Intelligence Techniques (JOTP) 80 2 101
Exploitation of Photography for
Intelligence {I'SD Special) 12 1 10
OCR Vital Materials Instruction \ 25X1A9%A
{OCR Special) 24 5 46
Management 40 7 100
Management (Special) 80~ {2 wks) 1 31
38+ 1 wk) 1 30
Supervision 40 : 5 78
Operations Support 200 5 122
Administrative Procedures 125 6 144
Budget and Finance Procedures 80 3 75
Intelligence Orientation 40 6 253
Intslligence Review T ;gg 2 78
JOT Orientation and Support
Programs 32 2 101
Securlty Officers Orientation 36 1 13
Intelligence Orientation for
Suppoit Personnel | | 14 2 75
25X1A6A
13
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. SECRET
INTELLIG E §C L COURSES COND D FIS 1961 ntinued)
25X1A6A No. of Times No. of
- LArticipants
25X 1 CSbName of Course _Hours_ Given Participants
Intelligence Refresher fo |
Parsonnel 8 2 50
Dictation Course for Extecutives 20 1 il
Intelligence Orientation for
Intelligence Officers 12 1 7
Briefings of Senior Foreign
Officlals 4 {approx.) 69 462
Briefings of Senior U.S8. Officials 4 82 492
Briefings of U.S. Government Groups 4 54 3,993
Briefings of CIA Dependents 4 14 205
Briefings of CIA Personnel 4 56 1,881
Briefings of Private Groups 4 7 441
Clerical Induction
Typing 1 255 463
Shorthand 11/2 240 283
Punctuation & Capitalization 11/4 250 813
Grammar i 250 813
Geography 11/4 225 752
Filing 1 100 813
Office Practice 1 141 605
Testing
Typewriting 1 105 694
Shorthand 1 74 150
Entrance on Duty ’
Typewriting 1 73 705
Shorthand 1 61 365
Clerical Orientation 45 681
Organization of CIA 11/4
Security Briefing 11/4
Telephone Techniques §
Telephone Labs 11/2
Mailing Procedures 11/2
Agency Issuances 1/2
Supples, Equipment, & Services 1
Correspondence Lecture 11/4
Correspondence Lab 21/2
Time and Attendance 3
Protocol 11/2
14
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INTELLIGENCE SCHOOL GOURSES CONDUGTED IN FISCAL YEAR 1961 fcontinued)

o P R No. of
Name of Course Hours
Clerical QOrientation (Cont'd)
Study Perlods 11/2
Examinations 11/2
Examination Reviews i

Clerlcal Refresher
Typing Techniques Review 1 hra day, 5
days a week
English Usage Review 1 1/2 hrs a day,
S days a week
Shorthand Theory Review 1 1/2 hrs a day,
5 days a week

Intermediate Shorthand 11/2 hrs a day,
Dictation . § days a week
Advanced Dictation 1 1/2 hrs a day,
5 days a week
Special Classes &
Assistance:
Basic Typing for Pro- 1 hra day, 5
fessionals days a week
Gregg Anniversary 1hraday, 5
Shorthand days a week
Tutorlal Assistance:

Shorthand through utiliza~-

tion of dictation tapes
Unofficial Testing:

Shorthand

Typing ,

Filing Workshops:

Dpp 1 day
DDI - 1 day
DDS 1 day

Times

Given

5 times, 4 weeks)
2 times, 5 week‘sf

2 times, _4 weeks

5 times, 4 weaks)
1 time, 5 weeks)

6 times, 4 weeks)

2 times, 5 weeks)

2 times, 4 weeks

1 time {2 ¢lassaes),
6 woeks

1 time, 3 weeks

1 time
1 time
1 time

*also 2 State Department and 2 National Archives employees

18
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No. of
Participants

245 {total)
47

20
49

117

12

20

11

12
10
49

47
32 o
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h. Finally, it should be noted that during FY 1961 the[ | s5yqagAl

25X1 |:i’a«:::3-_lities continued to be usad by the Cffice of Con~
mundications, the Technleoal Services Division, and the Office of i
Logistics for other than tralning purposes. f
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Loyvwuace Trainina (General)

isuring FY 1961, the Agency's Language Development Program
noed several significent chenges of emphasis, some of which
instigaied by the Inspectur General's survey of uuwinq. these
nges, and other provosed changes, are as follows:

gni of the pf‘z.acsple ihat the language raining

n rauuiar classes is the nonnad and most etiec-
; ‘g:'r to tntorial training shall be had only

¢ valid reasons.

identify the categorie:
¥4 - language proficiency
: wesatzene or QGI’E.&Q“&: oi positions in overseas

h

; by persons vossessing specified languacs

Iubory language proficiency testing for all employees
wrho are required to have ianguage skiil, or who continue to claim
E nage cowneionae which has not been tested,

]

{#) Assiznment of increased responsibility to DD/P division
vhiefs and career pancle with respect to scheduling and monitoring
language training, and to developing larger numbers of linguisticaily
snlified area specialists,

{53 iInitiation of proposals by the Committee for Language De-
velopment with respect to bringing the L.anguage Awards FProgram
o an eariy end.

., The ﬁr% v Ro: zrzczranlu n Language ‘training continued in
xploii ali posaibiliiies for cooperation between Navy, Staie
A, and Gla.

Directed Lancuage tTraining

a, Pour hundred eighty~-six persons studied 1< languages in 88
r-time and 11 iuil~-time c?_.asses during FY 1961 in the directed

3
3 s
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language program. Some single applications for full-time courses were
met by external training or by tutorial methods. In general, Agency
components are properly planning and directing language training; there
are still evidences of too much reliance on tutorial training but such re-
liance 1s diminishing. DD/P components are particularly reliant upon
the language training offered, with the possible exception of Africa
Division where the first evidences of requirements for training in African
languages are just beginning to appear. :

b. Plans for the immediate future include: conducting two experi-
ments with programed teaching materials in Spanlsh; increasing emphasis
on intermediate level courses in German and Arabic; adding part-time
courses in Arabic and German; and meeting the serlous need for scien-
tific linguists for Arabic and Germanic languages.

3. Voluntary Language Training Program

a. At the beginning of FY 1961, 237 students were enrolled in 33
VLTIP classes and were studying 9 languages. After the beginning-
level classes in French, German, Italian, and Spanish were completely
phased out early in the vear, an enrollment low of 150 students (22
classes) was reached, with heavy concentration on intermediate-~level
courses and seminars. The elementary classes in the "world" languages
were reinstated on a selective basis in March 1961, and records indicate
that 378 additional students were enrolled during the year {510 in FY 1960)
to study nine languages. There is a definite trend toward emphasis on
more unusual languages and the upper levels of proficiency in the com~
mon language.

b. It is expected that instructors for the voluntary language pro-
gram will continue to be employees assigned throughout the Agency, and
that only rarely will it be necessary to use language faculty personnel
for this purpose. It is alsc expected that the quality of instruction will
continue to increase as the volunteer instructors acquire experience.

4. Tutorial Language Program_

a. Tutorial training was provided for 156 students in 20 different
languages during FY 1961. Efforts are being made, however, to stress
{in conformance with the policy cited in paragraph 1a{l), above) that
tutorial training 15 an emergency measure 1o be used only in special
situations or when no regularly scheduled courses are available. When~
ever possible small tutorial classes are being integrated with regular
classes if time and proficiency requirements permit, There has been a
promising steady decline in the number of students in tutorial language
training in recent months.

36
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b. While significant tutorial requirements exist, there has been
a continuing effort to recruit tutors, and there are now 50 persons on
the roster of active tutors, The space available for tutorial training
in Arlington Towers continues to be inadequate, however, and approxi-
mately 70% of the instruction is accomplished elsewhere, primarily in
the homes of the tutors.

5. Language Proficiency Testing

a. During the year there was continued emphasis on completing
the testing of all claimed language proficiencies which had not pre~
viously been confirmed by testing. A total of 1492 written tests and
1074 oral tests in 37 different languages were completed during the
year. In addition assistance was given to the proficiency testing pro-
gram of the Department of State when it lacked speakers of certain
languages.

b. The support of the Modern Language Association of America and
its Center for Applied Linguistics has been enlisted In order to establish
a unified approach to language proficiency testing by government agencies.
A project for joint test development is being prepared for submission to "
the Department of Health, Education, and Welfare.

6. Language Awards
a. The following table shows the distribution of monetary awards

for language proficiency among the major Agency components for the last
two fiscal years:

EY 1969 EY 1961
DD/P 798 ($113,300) 611 {$ 88,000)
DD/1 634 { 88,500) 289 { 34,900)
DD/S 146 { 15,775) 112 { 10,000)
0O/DCI -0~ 3.( 300}
1578 ($217,575) 1015 {$133,200)

b. During the latter part of FY 1961 there was a re~examination in
depth of the awards aspect oi the Language Development Program. Such
studies resulted in the unanimous agreement by the Language Develop-
ment Committee in August 1961 that the awards program has now served
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its intended purpose and may be terminated on 4 February 1962. The
reasons for this decision, and the subsequent actions which it caused,
will be described in the next annual management report to the DD/S.

7. Area Training Program,

a. Enrollment in the Americans Abroad Orientations increased from
280 in FY 1960 to 412 in FY 1961. Of those attending, 132 were dependents
as compared to 75 dependents in FY 1960. Eight Agency components ex~
panded enrollments more than 50% while three showed significant decreases.

involving area and language, was developed and was presented tour
times to a total of 36 students representing eight components. A new
series of lectures on the Middle East was presented four times with a
total attendance of approximately 50 persons. There are many indications
that the area training program will continue to be expanded to meet an
enlarging demand. This expansion is occurring despite the fact that the
absence of an Agency policy on enrollment of Agency employees and adult
dependents means that probably only half of the persons going to a given
area for the first time are enrolled in the appropriate AAO,

c. Much attention was given to improving the AAO's in order to meet
widely varying backgrounds of students and to concentrate more inten~
gively on the chief problems which it has been found will concern them as
residents of an area, Nevertheless each member of the area faculty is
facing a growing burden in preparing and keeping current the courses for
the many countries in the expanding AAO program. In order to maintain
quality of instruction it may become necessary to increase the size of
the faculty.

d. It is planned that in FY 1962 geographic coverage of the
Americans Abroad Orientations will be expanded, as needed, to include
countries of South Asia, Indonesia, and additional countries of Africa.
Also, within very real staffing limitations, country briefings may be given
to unofficial cover assignees and dependents, and regional lecture series
may be developed for such areas as Africa and Latin America in order to
increase understanding of developing problems.
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8. Oversesas Eifectiveness Program

a., During FY 1961 experience with the Introduction to Overseas
Effectiveness (IOE) confirmed earlier decisions that the course is most
w;table for experienced mzddle-—glade and semor officersg Based upon

made more sophisticated ‘or experienced oificers at mid-career and above,

b. It is expected that the new version of the IOE will be offered in
January 1962. It is also planned that a serles of "Country Companions”
to this new course will also be Introduced; these courses, which are now
being developed, will provide specific interpretations of IOE concepts in
relation to given countries. In addition, a version of the IOE expressly
designed for JOT training has been reguested and is being planned.
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DElGTLEON N

EXTERNAL TRAINING

1. Agency employees recelved training at 118 different institutions
during I'Y 1960; in FY 1961, the number of external facilities used was
125,

2. Training provided at non~CIA facilities in FY 1961 was slightly
more costly than in FY 1960 although the totel number of employees
sponsored was smaller as shown in the tabulation below:

Nao, of
Tiscal Year 1960 1342 $245,143
¥iscal Year 1961 1025 $266,287

3. The difference in numbers of trainees for the two years 1is
almost exclusively explained by the fact that in FY 1860 433 employees
attended orientation and machine technician training programs conducted
locally by the IBM Corporation and RCA whereas only 143 employees took
part in similar programs in FY 1961. The high participation figure for
FY 1960 reflects the arousal of Agency interest at that time in electronic
data processing in general and in the RCA 501 computer specifically., It
is germane to add, too, that the local RCA and IBM courses involve no
specific training costs to the Agency. Increases in academic fees account
in large part for the approximately 10% higher external training costs in
FY 1961.

4. Aside from RCA and IBM local courses. there was a perceptible
trend in FY 1961 toward greater use of government programs and a cor-
responding decrease in training at non-govermment facilitles, as ex-
nressed by the following data:

Gov't Non-Gov't

¥acilities Facilities,

No. Trainees, FY 1960 254 (28%) 655 (72%)
No. Trainees, FY 1961 324 (37%) 558 (63%)
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One reason for the shift toward government facilities is the increasing
cifectiveness of offerinas made available through the Agency's represen-
tation on the Interagency Training Committee.

5, Management training (other than records management) fell off
siightly in FY 1961, foreign language training showed a moderate increase
over ¥Y 1960, and weapons orientation programs remained steady for :he
iwo years. A noticeable decrease occurred in FY 1961 in records management
iraining, technical courses, and correspeondence training. The decrease
in correspondence training can be attributed to the procedure intrcduced in
FY 1961 whereby enrollments are not recorded until the individuals complete
ihe courses. The relatively large number receiving records managemant
training in FY 1960 was primarily the result of a special program which
American University undertook at our request in which 65 Agency employees
participated. The numbers of employees sponsored in these areas of ex-
ternal training are given below:

¥ 13690 TY 1961
Management 146 128
Language 72 84
Weapons 130 129
Technical 185 120
Records Management S0 20
Comrespondence 112 39

6. As is evident in the following table, offices of the DD/I mada
vonspicuously greater use of external training resources in both FY 1960
arid FY 1961 than did components of DD/P and DD/S. Comparing the ftwo
fiscal years, DD/S shows somewhat less and DD/P shows noticeably
greater use of external training in FY 1961.

¥¥ 1960 FY 1961

1D/1 459 440
DD/P 146 186
DD/S 299 255
0/DCI 5 1

7. In consonance with the provisions of the Government Employees
Training Act, trainees at non-Government facilities who undertake lorg or
aostly programs which make them more attractive for outside offers are
asked to execute a formal agreement to remain with the Agency for a =pe-~
wific period of time. In FY 1960 sioned training agreements were required
oi 10 employees, and in FY 1961 such agreements were obtained from 15
trainees.
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MAINING PROGRAM

Attentiion is inviied to a memorandum irom the Director of

suniect "Review of the JOT Program for Fiscal Year 1861 {copy
ceproduced at the end of ihils sectiounl,

ining to the Acting Deputy Direcior (Support), dated 15 August 1967,

4. The memovandam cifed above describes gignificant developmenis

: JOT Program during Y 1961, reviews the Program's accom-
aments and ite disavpoinimentis, and preseuts administrative and
SHLSTA qemal changes which took piace during the year., The paper als

]

indicaies the principal actions and changed emphases which are pressaily

;_’:s‘;‘ rmned for the coming yvear. Accompanying the report when it was
sviginally subinitted to you was a Statistical Annex prepared by the O
~gonnel. It is bc;{mved that the information reported in the

nt report ingofar ag the JOT Program 18 concerned.

3. It shouid be noted that, subsequent to preparation of the repor
ich is cited above and reproduced in this gection, the Directior of
sonnel and the Direcior of ‘I'raining have agreed that their offices
accompiish a joint anaiysis of many aspects of the JO'U Program

ugugt 1961 mermorandum will serve the purposes of this manage-

t

critical analygis is ic be conducted primarily by the plans staffs

of t two offices rather than by those office componenis most closely

involved in the Program on 2 daily pasis. ‘The iwo plang siaifs as a

5 oup have now developed many guesiions concerning the Program, aid
have grouped areas of exploration under the following headings:
e Training Cvcie
acemeant of JOT's in ""‘arﬁe“ Swrvices
;;%*'e coregsion of JOT'S in the A cy
4 ‘a'ﬁ;rm"z completion of this analveis of the Program, the Directes

gonnel and th D*s’er or of Training wiil jointly submit their

mmenoaiions concerning ine Frogidim o the iJe epaly Direcior (Susport).

Approved For Release 2002/09/03 : CIA-RDP65-00267A000100010002-8

o

i

| RS

v e sl WA B R

L

RS s

s T CEEPST RESS WIS CEWS: EORR v



25X1C14B
Approved For Release 2002/09/03 : CIA-RDP65-00267A000100010002-8

Next 4 Page(s) In Document Exempt

Approved For Release 2002/09/03 : CIA-RDP65-00267A000100010002-8



25X1A8A

25X1

Approved For Releas& 2002/G9/03 *.CIA-RDP65-00267A000100010002-8

6. Data Processing and Research

a. In March 1961 the proceesing of profeasional test battery results
on the RCA 501 becamse effective. This has resulied in more efficient
processing of data. Also, by use of the computer, about one-third more
information is obtzined from the test protoco! material than could have
been proczssed on the IBM in the same amount of time.

b. Conversion of the data processing to the RCA 501 permitted
the release on 1 July 1961 of all IBM eguipment vsed by this Staff
with the exception of = key punch and verifier which will be released
during FY 1962. In addition, cne key punch cperafor wasg releaged this
month and will not be replaced. ‘ ‘

c. Programing iz still in process for cenverting all IBM card
data to magnetic tape. This will be coropleted in the next few months
at which time research formerly done on the IBM will be done on the
RCA 501,

7. Plans for the Curvesnt Year

a. It is anticipated that the activities of this Staff will continue to
follow the trends of the past year. The number of JOT applicants io
be tested is expected to increase, ag is the number of people fo be
brought into the Program. This of course would expand the workload
of thig Staff.

b. Although request for assessments from DDP have increased
over the last two years, it is always difficult to anticipate the trend
of Clandestine Services requests in the future. It is possible that the
current emphasis for the use of non-official cover in DDP may bring
increased requests for assessments from that component,

c. Additional reguests for training support are expected.
Headquarters Training, Operations School, has indicated that they may
request A&E participation in the development and teaching of a courge
on interrogation. |_P:|has requested that an assessment psychologist
develop tutorial training in assesament fechnigues for case officers.

d, This office has suggested that support ~ould be provided for the
Program. Advice based upon assessiment and tegi findings
could be provided on individuals heing considered for reassignment.
Individuals leaving the Agency could be provided vocational guidance
and counseling.
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SECTION Q

EDUCATIONAL METHODS AND TECHNIQUES

1. Educational Specialists

a. During FY 1961 the assignment of an additional Educational
Specialist made it possible to take more action {o imnprove the methods
and techniques of training utilized within the Agency. Some of the
accomplishments of the two Educaticnal Speciaiists ave ag fu”ows

g for 68

(1) Conducted 11 Instructor Training Co _
(s t TSD, Office
P,

employees from: OTR, Records Managemen

rse
Staﬁ‘
of Communications, and operating divisions of DI

f,
D/

(2) Insiructed two groups of senior foreign officials in
instructional and sudic~visual techniques.

(3) Monitored 5 OTR and TS8D coursesz in order to FecomIm LT
improvementis in {raining procadures,

euure‘

(4) Conducted 5 insiructor workshops on est ng pro
visual ie chmgﬁssa

course and lesson planning techniques, mm
(5} Produced the following manusls:

(2) "Guidelinea for Effective Teaching” {Headquarters use)

25X1C14B ;
{(b) "Guidelines for Effective Training" | |
overgezs use)
{c) "The Use of Interpreters in Training" (tc be publig?md
25X1C14B soon)

(6) Developed (with OTR Education Committee) specificaticns
for modern effective facilities and equipment for the class rczon; of
the new building.
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b. It is planned that the Fducational Specialists in the next year
will increase their efforts to provide formal insiructor training to Agency
personnel who need such training, both in OTR and in all other Agency
components. There will also be Increased atiention to training others
in methods for evaluating student performance and applying the resuiis
of such evaluations, as well as to learning themselves how better to
evaluate the presentations of students undergoing instructor tramlng
In conjunction with the OTR Education Commities, the Educational
Specialists will explore and siress the value of reporting as is done Ly
ingtructors, and will further increase emphasis on the completion of
detailed lesson plans for vital materials purposes as well ag for the
obvious educational benefits of such plans.

2. OTR Education Committee

a. The OTR Education Commiitee, chaired by the senior Educ'gz,ian
Specialist and corapesed of representatives of each OTR school, held
eight meetings during FY 1861. The comunitiee reviewed educaiiona’
and training problems and procedures, and its members served to gtimu-
late improvements within their own schoole as well as serving as a
research and advisory group io the DTR. Specisl attention was giver to
programed learning, development of lesson plans, seminar techuniques,
final course reports, training veport (student evaluation) procedures,
and classroom facilities and equipment which would be desirable for the
new building.

b. In FY 1962 it is planned that the OTR Education Committee wiil
continue essentially as before, with perhaps inore uge of outside ex-
perts for discussgions and research. Increased emphasis will be given
to audio-visual aids io instruction {particularly with respect to the new
building), to lesson planning, and to the rnany possible uses of simul:-
tion and gaming exercises {not necessarily computer-backed) which are
possible in a wide variety of Agency training activities {definitely not
limited to management training situations).

3. Specialist in Programed Learning

a. §i_gnificant Achievenients

(1) A special program wag iritiated in March 1961 to teach
OTR insiructors how to prepare programed materials.

(2) The first programed lenguage material to become com-~
mercially available, "Ingtant Russian, " was given a trial run Wim
a group of ten Agency volunteers.
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(3) Other achievemenis weve: the iesting of equipment (tha
Audio~Visual Instructional Device} and the development of certai

programs {Chinese Language, Intelligeuce Hesearch Technques,
and Observation and Description}.

b. Problem Areas :

Because of the specialized and clasgified nature of much of the
material of the Agency, OTR cannot wait for commercial organizations
to prepare suitable programs for all training areas which lend them-
selves to programed ingtruction. {(Even in fmwig"' language i“raining,
there are many languages of peculiar interesi to ihe Agency which wil
be too unusual for exiernal development. ) Fe”c 2, if OTR is.io derwe
full benefit from tzis new teaching technique, it will have to prepare
many of its own programs. This is not oaly costly {a 40~hour progra =
can be expected tc cost anywhere from $20, 000 ~ $100, 000}, but it
takes a good deal of time ziso {a four-hour program can be expected.
to take about 2, 000 hours of instructor time). The advaniage, there-
fore, must be weighed carefully against the cost in both money and tizoe,

c. Trends

(1) It is expecied that there will be 2 g:s:"eefat increase in
program try-cuts during the coming years. Ai the beginning of
FY 1961 tweive programs had been pubha ed commercially; by
September 1961 Programed Specialist prepared a list of 135 pro-
grams now available on the market.

{2) In Ociober 1561 OTR will begin trying out ”Introductory
Spanish, " and by the end of FY 1962 OTR expects to begm testing
its first program, 'Instant Rugsian,’

(3) The purchssge of certain machines may be indicated by
try-out purposes this corming year.

{4) Another apparent trend ig the increased intereat in
programed learning of those Agency coraponents with on-the-job
training problems. There seem to be many sreas, outside of
formal OTR training, where self-insiruciional material can be of
great value; the Specizlist in Programed ‘msf "ucuﬁn plans to talk
to various components about the promiss {a st} of such
instruction.

54
Approved For Release 2%0%08]% '._&le-RDPGS-00267A000100010002-8




25X1A6A

X Approved For Release 2003/09/03 FCiA-RDP65-00267A000100010002-8

-»

25X1C14B

5. Audio-Visual Aids Support

a. In the Audio Aids Section, 922 hours of training instruction
were tape recorded. Cne thousand one hundred and twenty-six films
were obtained from Graphics Register and projecied within the Cffice
of Training, and, of this total, 330 were previewed for possible per-
manent retention for use in training courses. Forty-two films were
purchased for the OTR {ilin iibrary.

b. The motion piciure "Personal Security was completed in
FY 1961. Before releasing the film: for general Agency use, it was
shown to thirteen audiences totaling approximately 1, 200 people.
Questionnaires were obtained from representative audiences and an

analysis was made as an aid to the Gffice of Security and its Security
Indoctrination Program.

¢. Production of Part I of a film concerning DD/ activities was
completed in May 1961. Production of Part If of the film will be com-~
pleted in Gctober 1962, and it is expected that the remaining parts
(I, 1v, and V) will be completed in FY 1962 if scripts are given timely
approvals. Work on the DD/ film will be suspended temporarily in .

Gctober 1962 in order to produce a short film on the subject of Records
Integration.

d. Plans are being developed for equipping the classrooms in the
new Agency building with adequate and more modern training aids.
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4., In FY 1861, there was a noticeable increase in tutorial language
instruction and in attendance at Americans Abroad Orientations. The
following table shows such increase.

FY 1960 FY 1961
Tutorial 42 studied one of 156 studied one of
9 languages 20 languages
AAU's 205 employees took one of 280 employees took one
the programs, and 44 pro- of the orientations, &
grams were conducted 68 of these were held

In the case of the AAQ's, the policy of scheduling them at the requegt
of the customer (begun in March of 1960) had a significant effect on
registrations.

9. Figures on the number of applications processed for non-duty
hours language training show a marked decline in FY 1961. In FY 1960,
510 registered as contrasted with 378 in FY 1961. This decline in
numbers of applications may be due to the greater attention given by
supervisors who approved language training for their employees based

_on the employees” current or projected assignments.

6. Intelligence School courses showed a slight net drop in regi;~-
trations for FY 1961:

FY 1960 FY 1961 ‘
Registrations Runnings Registrations Running_s;,
IS 2276 a7 2056 102

The number of persons attending courses in writing increased in )

FY 1961 over FY 1960 (173 vs 130) although the number of classes was
the same (12 in FY 1960; 12 in FY 1961 . Attendance at the "'speaking"
courses (Effective Speaking, Seminar Techniques, and Conference
Techniques) was quite even for the two years: 87 for 6 classes in .

FY 1960; 83 for 6 classes in FY 1961. An Intelligence Briefing course
was begun in FY 1961 and in the two runnings there were 26 applicants.
Intelligence Research (Maps) showed an increase (Special Bulletins were
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used to advertise the course) and Intelligence Review, a course begun
in October 1960, completed two runnings with a total of 78 registered.

7. A summary of registrations in management and supervision
courses for both years will identify some of the FY 1961 decrease in
Intelligence School registrations.

FY 1960 FY 1961
Registrations Runnings Registrations Runningg
Supervision 82 5 78 5
Management 87 6 131 8
Management
(Spec/Conf) 37) 2) 0 0
) )
Supervision ) )
(Spec) 50) 5) 0 0
, ) )
Supervision in ) 117 ) 9
Research and 11) 1) 0 0
Analysis ) )
) )
Sup & Mgmt ) )
(Survey) 19) 1) 0 0

Management Special and Supervision Special were courses presented on
request. In FY 1960 they were conducted for O/Commo, Signal Center
and the Cable Secretariat. Supervision in Research and Analysis and
Survey of Supervision and Management were scheduled in FY 1961 and
then canceled because of insufficient registrations. The former has
since been discontinued.

8. For the four courses 1n the School of International Communism
there were fewer registrations and runnings in FY 1961 (300 and 13)
than there were in FY 1960 (444 and 16).

58 e T
Approved For Release W@Pﬁ&bdﬁ;&ll &%1 0002-8

o

T W

‘s I LA IR AERE R SR ] L4 L}

TN

R R e . W R

i




-

. : A
- Approved For Release ZMRDMLD&NJ&%AQOZ-S

SECTICN S

GENERAL ACTIVITIES AND TRENDS

1. Mid-Career Training and Development

In accordance with recommendations of the Inspector General

resulting from his survey of training, OTR has prepared recommendfations

with respect to the establishment of a mid-career training and develo;p~

ment program to meet the requirements of each of the Deputy Directorates.
The recommendations were submitted to the Career Council. In addjtion,

OTR hag drafted a proposed mid-career training course. This course
incorporates training material believed to be largely applicable across-
the-board within the Agency, and includes subject matter found to be
useful in similar courses conducted by the Foreign Service Institute and
other agencies. This proposed course will be further developed in
FY 1962 in accordance with Career Council decisions concerning the
mid-career program. '

2. Senior Officer Development Program

Although'the Inspector General has recommended (and the DDCI |
approved) the drafting of a proposed program for the further develop-
ment (including training) of senior officers of the Agency, OTR has not
taken extensive action on this matter pending further clarification of
the Agency's mid-career program. The postponement of concentrated
effort on this program has been reported to the DD/S and the DDCL.

3. Additional Inspe_ctor General Recommendations

As a result of his survey of training, the Inspector General madé
the following recommendations {among others):

"Recommendation 6: DTR experiment with the concept of a

board of overseers composed of senior grade professional officers
asg a means to improved communication with and indoctrination
of consumers, and to promote the development of more effective
policies on curriculum and enrollment."

"Recommendation 20: The DTR establish a JUT Selection Panel
composed of line officer representation from the three Deputy
Directorates together with appropriate representation from the
Offices of Personnel and Training. The Chief/JOTP should
chair the panel."
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"Recommendation 22: The DIR arrange for the participation on
a rotational basis of line officer representation from the three
Deputy Directorates in JOTP placement panels."

P

Each of these three recommendations has been referred to the Career g
Development Board and the Career Council for discussion as to whether
or not it is feasible for the Board itself to perform the function of a

training "board of overseers" and as a panel for JOT selection and place-

ment. In this connection, it should be noted that many aspects of the

JOT Program (including the types of panel representation cited above) are

being reviewed jointly by OTR and the Office of Personnel.
4, ess a Rec

The Office of Training has embarked on a program for utilizing
the RCA 501 computer, and other automatic data processing systems
as necessary, to maintain the Agency Training Record and training
records of individual employees. The conversion is designed to sim-
plify processing of the growing volume (and complexity) of records,
and to permit more rapid utilization of the records for management
purposes. The systems analyses required were, with the cooperation
and assistance of the ADP Staff, well underway at the end of FY 1961 ‘
and it is expected that the programing for computer input and retrieval
will be largely completed in the first half of FY 1962. All aspects of
the program, including coding and programing, will be completely
integrated and compatible with the programs of the Qualifications
Branch, Office of Personnel.

5. Revigiop of Training Requlations

During FY 1961 it became apparent that the basic training
regulation |wh1qh later became needed clariﬁcation.
For example, the original as designed to effect the traininq

policy of 5 percent partici Lfatiﬁn in training, and some of the language

which carried over to as valid only in that context. It was
further apparent that there was a need for more specific statements of
responsibilities of Deputy Directors and Operating Officials for the
Agency training effort than existed in the regulatory system. The
Inspector General in his Survey of the CIA Training Program further
recognized the need to make certain responsibilities of the Director of
Training more specific, and recommended that:

a. The DTR be specifically charged with the responsibility

of determining under whose auspices non~OTR training will be
conducted, and

_ 60 e
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b. The DTR initiate an amendment to

25X1

which more clearly describes his responsibility

to render only

advice, guidance, and support to the on-the-job training effort.

In order to meet the above objectives, OTR prepared a propoaed

complete revision of

(retitled "Training of Agency Employees')

and submitted the proposal to EA-DD/S on 16 June 1961. Section c.,

RESPONSIBILITIES, of the proposed revision of

guoted as 25X1

follows:
"¢. RESPONSIBILITIES

(1) Deputy Directors and Operating Official
respective jurisdictions, will:

g5, within their

(a) Ensure that the policies and objectives of this

regulation are met at all levels of command;

(b) Establish the standards and levels of skill and
competence to be met by Agency employees in various
categories, and effect the training of those employees

who fail to meet them;

(c) Prescribe officially approved intelligence,
operations, and support docirine for use in Agency

conducted training courses;

(d) Conduct formal courses of instruction for Agency
personnel as are required and approved by the DTR, and
which are not otherwise offered by other components of
the Agency. The Director of Training will determine
when such courses ghould be conducted under other auspices;

(e) Establish, direct, and supervise the conduct of
organized on-the~job training at appropriate echelons of
command, against specified training objectives and

egtablished levels of achievement;

(f) Provide the Director of Training with such
information ag he may require concerning non-OTR
Agency conducted training for inclusion in the official

training records of Agency employees.

61

Approved For Release 200 103 4 RGQ 00267A0
SUNFIVE

Q[QgAOL1 0002-8

L] - - L —— L] L - u ] ] ] ——— » ™ VE——




] |
]25x1C14B

. Approved For Release ZOO@MP%?;MN%%MQ\Z-S

(2) The Director of Training, in addition to carrying out the
misgsion and performing the functions set forth in| will:

(a) Provide technical advice, guidance, and support
to Deputy Directors and Operating Officials in the develop-
ment and conduct of non-OTR Agency conducted formal
training programs and organized on-the-job training;

(b} Determine under whose auspices non-OTR Agency
formal training programs will be conducted;

(c) Maintain the Official Agency Training Record,
for career management and other purposes, 8o as to
indicate participation and satisfactory completion of all
DTR-approved, Agency sponsored training except on-the-
job training."

62

Approved For Release 200WP65-00267€ w0002-8
CONFD NTHR |

25X1°

] T R L ) » = L3

w —— L -

— N W %



.’3 Approved For Release ZMI@&NWN;HG%L 0002-8 :
-’ :
I
25X1A6A

9. Changes to Training_Bullefin

Extensive efforts were made during FY 1961 to improve the
Clandestine Services Edition of the Training Bulletin. A number of
changes in content and format were made in collaboration with DD/P
personnel, and there are indications that the revised editions of the
bulletin are more widely read and are definitely more responsive to
the needs of the Clandestine Services. '

25X1A8A

o 11. Clerical Utilization Task Force

In response to a recommendation of the Inspector General,
representatives of OTR served in a task force which re-examined the}
overall problem of clerical utilization within the Agency. Office of
Personnel officials and representatives of the DD/I and- DD/P were .
members of the task force, and its recommendations were forwarded
to the DD/S. No significant changes in clerical training resulted from
this recommendation and study, with the exception of changed scheduling
of training for clerical personnel going overseas, particularly to
smaller stations and bases.
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